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PERSONNEL POLI CY NO. 27

EFFECTI VE DATE: May 16, 1994

SUBJECT: Personal Activities During Work

AUTHORI ZATI ON:

VWi tman J. Kling, Jr.
Assi st ant Commi ssi oner

POLI CY:

It shall be the policy of the Division of Adm nistration
(DOA) that activities engaged in by enpl oyees during work
hours are related to the m ssion and intent of the
agency. Only essential personal activities should be
conducted during regular hours of office operation.

Tel ephone usage for both incom ng and outgoi ng personal
calls are to be restricted in regard to nunber,
frequency, and duration to that |evel which is essential.

Personal mail deliveries at the work | ocation are

di scouraged and enpl oyees are advised to notify senders
to refrain from sendi ng correspondence to the DOA

addr ess.

PURPGOSE

To set forth rul es governing personal activities during
wor k hours.

APPLI CABI LI TY:

This policy shall be applicable to all enployees in al
sections of the Division of Adm nistration both general
appropriation and ancillary appropriations.
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RESPONSI BI LI TY:

Deput y/ Assi st ant Comm ssioners Are Responsi ble For:

Hol di ng accountabl e the secti on heads under their
supervision for adhering to all aspects of this

policy.
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Secti on Heads Are Responsi ble For:

Assuring that each enployee under hi s/ her
supervi sion, current and new

! s made aware of this policy and its contents as
wel |l as any forthcom ng revisions, and

s informed that he/she nust abide by the terns
of the policy as a condition of enploynent, and

s informed of the consequences of violation of
this policy.

Providing for formal review of this policy with al
enpl oyees on a cyclical basis.

Assuring that work assignments are appropriate and
reasonabl e, and that proper tinme nmanagenent is
observed for all section enployees.

Providing for informal discussions of grievances and
conplaints in an effort to resolve problens prior to
the filing of a formal conpl aint.

Dealing with violations and grievances in a fair and
consi stent manner.

Manager s/ Supervi sors Are Responsi bl e For:

Conpliance with this policy in any fashion
instructed by the section head.

Enpl oyees Are Responsi bl e For:

Restricting activities of a personal nature during



wor k periods as outlined in this policy to those
that are essential to the safety and well being of
the enpl oyee and his/her famly.

V. EXCLUSI ONS:

Exceptions to this policy may be requested fromthe
Appoi nting Authority along with conmpelling witten
justification.

VI . QUESTI ONS:

Questions should be directed to the section head or
Appoi nting Aut hority.
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VI 1. VIOLATI ONS:

Enpl oyees found to have violated this policy may be
subj ect to disciplinary action.
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